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Chapter 1: How do | write a document for the
proposed rules category?

Notes: In this chapter, “we,” “our,” or “OFR” refer to the Office of the Federal Register, National Archives and Records
Administration, and “you” or “your” refer to Federal agencies that prepare documents for publication in the Federal
Register.

Use the examples in this chapter as models for style, not content. Although many of these are single-spaced for visual
impact, you must double-space your document.

1.1 What types of documents go in the proposed rules category?

This category contains documents that propose changes to your agency’s regulations in the Code
of Federal Regulations (CFR) and request public comment on those proposed changes. Y our
document may propose regulatory text or describe the subjects and issues involved. The OFR
publishes in the proposed rules any document that serves as the first public notice of arulemaking
proceeding and invites public input. Typical documentsin this category are:

» Advance notices of proposed rulemaking, notices of inquiry, notices of intent.
e Proposed rules.
o Petitions for rulemaking.
» Unified Agenda of Federal Regulatory and Deregulatory Actions.
* Documents that affect other documents previously published in the proposed rules
category. These documents:
e Extend the comment deadline.
* Announce a meeting or hearing.
» Publish or announce the availability of supplemental information.
» Withdraw or terminate a proposed rule.
» Correct apreviously published proposed rule.
» Negotiated rulemaking documents. These documents:
o Edtablish committees.
¢ Announce committee meetings.

1.2 What are the requirements for a document in the proposed rules category?

A document published in the proposed rules category should include the following items:

» Billing Code.
e Headings.
e Preamble.

e List of Subjects.

» Words of Issuance.

* Regulatory Text.

e Signature Block.
Remember, your document may propose regulatory text or describe the subjects and issues
involved.

1-3



Billing Code
1.3 What is a billing code and how do | get one?

The Government Printing Office (GPO) assigns each agency that publishes in the Federal
Register abilling code which GPO usesto bill your agency for printing costs. Y our agency must
identify an individua as your Printing Officer, the liaison between your agency and GPO for all
billing matters. GPO gives your Printing Officer the billing code for your agency.

Y our billing code must appear on each document submitted for publication in the Federal
Register.

e Obtain your billing code from your agency Printing Officer.

» Typethe hilling code at the top of the first page of the original(s) and the certified copies
of each document.

o« Typea"P' (WordPerfect), "F"' (Coded), or "U" (Uncoded or ASCII) after your billing
code when submitting a disk with your document. (See chapter 5.)

* Remember that your billing code may change each year.

Headings

1.4 What information should go in the headings section at the beginning of my
proposed rule?

Begin each proposed rule document with headings that identify your agency and the subject
matter of your document. The headings of a proposed rule document aso identify the CFR title
and part your document proposes to amend. Present the headings for a proposed rule document in
this format.

Department Name.

Subagency Name.

CFR Citation.

Agency Docket Number (optional).
Regulation Identifier Number (RIN).
Subject Heading.

or
Agency Name.

CFR Citation.

Agency Docket Number (optional).
Regulation Identifier Number (RIN).
Subject Heading.

The "Department” and " Subagency” headings for a document must reflect the department and
subagency names as shown in the CFR chapter the document that proposes to amend. If your
agency is not a cabinet-level department, do not use a subagency heading.



If the CFR chapter is assigned to a subagency of a cabinet-level department, the department name
must still appear in the document headings. (See example 1.)

The"CFR Citation" heading contains the number of the CFR title and the number of each part the
document proposes to amend. Even if the document affects only one paragraph within a part,
include that part number.

The "Agency Docket Number" heading is the internal file number your agency may assign. This
heading is optional.

The"RIN Number" is assigned by the Regulatory Information Service Center and identifies each
regulatory action listed in the Unified Agenda of Federal Regulatory and Deregulatory Actions.

The "Subject Heading" is a brief statement describing the document. Y ou may use the CFR part
heading if it describes the content of the document. However, use more specific information when
the document amends severa parts or when the part heading is too general.

Example 1: Headings for a proposed rule document from a cabinet-level department.

DEPARTMENT OF COMVERCE Department Name

Nati onal COceani c and Atnospheric Subagency Name
Admi ni stration

15 CFR Part 946 CFR Citation
RI N 0648- Al 90 RIN Number
Coastal Energy | nmpact Program Subject Heading

Example 2: Headings for a proposed rule document from a non-cabinet agency.

FEDERAL RESERVE SYSTEM Agency Name

12 CFR Part 220 CFR Citation

[ No. 85-959] Agency Docket Number
(Optional)

RI'N 0648- FR22 RIN Number

Credit by Brokers and Deal ers Subject Heading



If you issue afollow-up document, duplicate the headings of the earlier document, and add a
distinguishing phrase to the subject heading.

Example 3: Headings for a follow-up proposed rule document.

FEDERAL RESERVE SYSTEM Agency Name

12 CFR Part 220 CFR Citation

[ No. 85-959] Agency Docket Number
(Optional)

RI N 0648- FR22 RIN Number

Credit by Brokers and Deal ers; Extension Subject Heading

of Time for Comments

If there are multiple agencies and CFR citations in the heading, see section 8.14.

Preamble

1.5 What are the preamble requirements for a document in the proposed rules
category?

Each agency document published in the proposed rules category of the Federal Register must
contain a preamble. The preamble follows the subject heading of the document. It explains the
basis and purpose of the regulatory text, but contains no regulatory text. It arranges basic
information on the "who, what, where, when, and why" of a document for the reader's
convenience. The preamble captions are:

e AGENCY:

e« ACTION:

« SUMMARY:
« DATES

« ADDRESSES:
« FORFURTHER INFORMATION CONTACT:
« SUPPLEMENTARY INFORMATION:

These captions must appear in the order shown. An explanation and examples of what must
appear within each caption follow.
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AGENCY caption.
The AGENCY caption states the "who" of a document by identifying the agency issuing it.

This caption usually repeats the name of the agency as carried in the document's headings. When
the name of a subagency and cabinet-level department appear together, carry the subagency name
first and then the department’ s commonly used acronym or shortened name. For organizational
clarity, you may choose to include in this caption the name of an office which is not listed in the
document's headings.

Example 4.

AGENCY: O fice of the Secretary, USDA.

AGENCY: National Archives and Records Adm nistration.
AGENCY: Consuner Product Safety Conmi ssion.

AGENCY: Environnmental Protection Agency.

AGENCY: National Park Service, Interior.

AGENCY: Bureau of Public Debt, Fiscal Service, Treasury.

ACTION caption.

The ACTION caption identifies the type of document. It does not summarize the substance of a
document.

The following examples represent typical captions for a proposed rule document. Others are
possible.

Example 5.

ACTI ON:  Proposed rul e.

ACTI ON:  Proposed rul e; extension of comment period.
ACTI ON:  Proposed rule; correction.

ACTI ON:  Proposed rule; notice of hearing (or neeting).
ACTI ON: Proposed rule; withdrawal (or termnation).
ACTI ON: Notice of proposed rul emaking.

ACTI ON:  Advance notice of proposed rul emaking.

ACTION: Petition for rul emaking.

ACTION: Petition for rul emaki ng; denial.

ACTION: Petition for rul emaki ng; withdrawal .

ACTI ON:  Proposed policy statenent.

ACTI ON: Proposed rule; availability of supplenental information.

1-7



SUMMARY caption.

Under the SUMMARY caption you explain the "what,” "why," and "effect” of the document. In
the SUMMARY, you must answer these three questions:

e What action is being taken?
* Why isthis action necessary?
* What isthe intended effect of this action?

Use the following guidelines in preparing a SUMMARY .

» Uselanguage a non-expert will understand.

» Describe what the document does, not how it affects the CFR.

» Refer to an act of Congress by the popular name of the act.

* Do not use legal citations.

» State what your document does; do not include regulatory history or extensive

background.
e Do not include qualifications, exceptions, or specific details.
» Bebrief.

Y ou may not use the SUMMARY to prove a point or argue a case. Supporting information,
details, discussion of the regulatory history, and precise legdl citations are essentia in an adequate
preamble but do not belong in the SUMMARY . Extended discussion of the proposed rule belongs
inthe SUPPLEMENTARY INFORMATION section.

Example 6.

SUMMARY: The Coast CGuard proposes to anend the uninspected vessel rules
by requiring emergency position indicating radio beacons (EPIRBs). The
Emer gency Position |Indicating Radi o Beacons on Uni nspected Vessels
Requi rements Act anends the shipping |aws of the United States by

requi ring uni nspected comrercial vessels to have the nunmber and type of
EPI RBs prescribed by rule. These rules will ensure rapid and effective
search and rescue during energency situations.

DATES caption.

The DATES caption presents the "when" of a document. Include the dates that are essential to
the document.

Include the following dates, if appropriate:

Comment deadlines.

» Extension of comment deadlines.

* Request for a hearing (or meeting) deadline.

Public hearing (or meeting) dates.

Other dates the public may need to know.

OFR computes and inserts dates tied to Federal Register publication or OFR filing using the
"Table of Effective Dates and Time Periods.” This table appears in the Reader Aids section of the
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first Federal Register issue each month. In computing the date, we count the day after publication
asthefirst day. When a date falls on a weekend or a Federa holiday, we use the next Federal
business day. If we are to compute and insert a date, present the date as shown in example 7. We
compute dates based only on OFR filing or publication in the Federal Register.

Example 7.

DATES: Submit comrents on or before [|I NSERT DATE 60 DAYS AFTER DATE OF
PUBLI CATI ON | N THE FEDERAL REG STER] .

Example 8.
DATES: The agency nust receive coments on or before October 20, 199x.

A public hearing will be held at 9 a.m, Cctober 9, 199x.

Submit requests to present oral testinmony on or before October 2,
199x.

Place no more than four dates under the captions "DATES."
Example 9: Format in proposed rule with four dates.
DATES: The hearing dates are:

1. March 26, 199x, 9:30 a.m to 5 p.m, Philadel phia, PA

2. April 3, 199%x, 9:30 aam to 5 p.m, Chicago, IL.
3. April 8, 199x, 9:30 aam to 5 p.m, Atlanta, GA

4. April 15, 199x, 9:30 a.m to 5 p.m, Denver, CO

If you have more than four dates, place them in the SUPPLEMENTARY INFORMATION
section of the preamble under a heading such as "Public Participation” or "Hearings." This
requirement generally does not apply to comment deadlines.

Example 10.

DATES: See Suppl ermentary Information section for hearing dates.

Do not include information other than dates in the DATES caption. Place any discussion of
meeting agenda, content of materia available for inspection, etc. in the SUPPLEMENTARY
INFORMATION section.

Remember that DATES and ADDRESSES are separate captions. All date information must
appear in the DATES caption.
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ADDRESSES caption.

The ADDRESSES caption contains the "where" of the document. Include any address that the
public needs to know. Y ou may include addresses for:

» Mailing public comments.

* Hand-delivering public comments.

» Attending a public hearing (or meeting).

« Examining any materia available for public inspection.

Do not include information other than addresses in the ADDRESSES caption. Place any
discussion of how to submit comments, how to register for a meeting, meeting agenda, content of
material available for inspection, etc. in the SUPPLEMENTARY INFORMATION section. If you
are accepting electronic comments, place electronic addresses in the ADDRESSES section, and
detailed requirements in the SUPPLEMENTARY INFORMATION section. (See examples 15
and 16.)

Place no more than four addresses under the caption "ADDRESSES."

Example 11: Format in proposed rule with four addresses.

ADDRESSES: The hearing | ocations are:

1. Phil adel phia -- Ramada | nn (Meadows Ballroom Section A & B), 76
I ndustrial H ghway, Essington, PA 19029.

2. Chicago -- O Hare Ramada | nn (Penthouse Ballroom 9th Floor), 6600
Mannhei m Road, Des Pl aines, |IL 60018.

3. Atlanta -- Ramada I nn Central (Georgian Ballroom, 1-85 at Monroe
Drive, Atlanta, GA 30324.

4. Denver -- Main Post Ofice Building (2nd Fl oor Auditorium Room
269), 1823 Stout Street, Denver, CO 80202.

If you have more than four addresses, place them in the SUPPLEMENTARY INFORMATION
section of the preamble under a heading such as "Public Participation” or "Hearings."

Example 12.

ADDRESSES: See Suppl enentary Information section for hearing addresses.
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Remember that ADDRESSES and DATES are separate captions. All address information must
appear in the ADDRESSES caption.

Example 13.

ADDRESSES: Address all comments concerning this proposed rule to Nell C
Conment ary, Commi ssioner, Rehabilitation Services Adm nistration, Mary
E. Switzer Building, Room 3325, 330 C Street SW, Washington, DC

20202- 2735.

Send a copy of any comments that concern information collection
requirenments to the Office of Information and Regul atory Affairs, OVB,
Room 3002, New Executive O fice Building, Washington, DC 20503;
Attention: Daniel J. Information.

Example 14.

ADDRESSES: Mail coments and requests to testify to Hearing Cerk, Room
000, Departnment of XXXXX, Washi ngton, DC 20000; the hearing will be held
i n Room 000, 000 | ndependence Avenue, SW, Washington, DC.

Place detailed information about electronic access and filing in the SUPPLEMENTARY
INFORMATION section of the preamble under a heading such as "Electronic Access and Filing
Addresses."

Example 15.

ADDRESSES: Submit electronic conmments and other data to
oppdocket @pamai | . epa. gov. See SUPPLEMENTARY | NFORMATION for file
formats and other information about electronic filing.

Example 16.

SUPPLEMENTARY | NFORMATI ON:
*okok ok ox [Asterisks Indicate Text Not Reprinted.]
El ectroni c Access and Filing

You may submit conments and data by sending electronic mail (E-mail)
to: oppdocket @pamail . epa. gov.

Subnmit coments as an ASCI| file avoiding the use of speci al
characters and any form of encryption. The OPP al so accepts coments and
data on disks in WordPerfect 5.1 file format or ASCII| file format.
Identify all comments and data in electronic formby the docket nunber
[ PP 4F4327/ R2253]. You may file electronic comrents on this proposed
rule online at many Federal Depository Libraries. File an electronic
copy of objections and hearing requests with the Hearing Clerk at:
oppdocket @pamai | . epa. gov.
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FOR FURTHER INFORMATION CONTACT caption.

Under the FOR FURTHER INFORMATION CONTACT caption, you must include the name
and telephone number of a person within your agency who can answer questions about the
document. Y ou may list two or more persons to contact concerning different aspects of a
document.

Example 17.
FOR FURTHER | NFORMATI ON CONTACT: John Regwiter, 202-000-0000.
or

FOR FURTHER | NFORMATI ON CONTACT:

Technical information: John Regwiter, 202-000-0000.

Legal information: Mary Regul atory, 202-000-0001.

SUPPLEMENTARY INFORMATION caption.

In this section, include the regulatory history of this rulemaking proceeding. Y ou should present
the background information and detail necessary to give adequate notice of the issuesto be
commented on as required by the Administrative Procedure Act. Present thisinformation in

language that the reader can easily understand, with descriptive headings to highlight and organize
topics. If areference to the Federal Register or Code of Federal Regulations is necessary, use the

format shown in examples 66 and 67.

You may use the SUPPLEMENTARY INFORMATION section to provide additional
information that is required by law, agency policy, or Executive order.

Answering some of these questions may help you draft your SUPPLEMENTARY
INFORMATION.

* What law or directive authorizes the rulemaking?
» What existing regulations address the problem?
* What problem does the rulemaking address?
* What issues are connected with the problem?
» What facts, surveys, or studies identify and define the problem?
» How does this rulemaking attempt to solve the problem?
*  Were other solutions considered?
* Why was this solution chosen?
e Isthissolution cost-effective?
» How will this solution affect the regulated parties?
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» Does this rulemaking contain penalties for noncompliance?
» Are pendty provisions essential ?
e Can the requirements be monitored?
e Can the pendty provisions be enforced?
» Haveyou identified other documentsin this rulemaking, and included their Federal
Register citations? (See example 66.)
» Did you publish an Advance Notice of Proposed Rulemaking?
» Have you announced meetings or hearings?
» Haveyou discussed all necessary regulatory analysis and review requirements?
* What other statutes apply to this rulemaking?
e How will public participation be handled?
» Arethere specid instructions for mailing public comments?
e Arethereforma or informal hearings?
» Arethere procedures for requesting a public hearing?
» Arethere any instructions for filing comments or making oral presentations?
»  Will transcripts of the hearing be made available?
» Have you used subject headings to break up alengthy SUPPLEMENTARY
INFORMATION section? For example:
» Background.
Statutory authority.
Request for comments.
Related documents.
Topical headings.
Drafting information.
Public participation.

List of Subjects

1.6 What is the List of Subjects and what am | required to do with it?

Each proposed rule document must contain alist of index terms (List of Subjects) for each CFR
part number cited in the document's heading. These terms are contained in the "Federal Register
Thesaurus of Indexing Terms," available at http://www.nara.gov/fedreg/, under “Document
Drafting Resources.” The terms provide a common vocabulary for indexing the rulemaking
documents of all agencies and are the basis of the "CFR Index" prepared by the OFR. We will
provide you with alist of appropriate terms for its existing CFR parts. For new CFR parts, you
should select appropriate terms from the Thesaurus. Y ou may include additional terms not
contained in the Thesaurus for either existing or new CFR parts as long as you aso include
appropriate Thesaurus terms. When you select aterm that is not in the Thesaurus, ask yourself,
"Would | search for the subject matter using this term?’

The List of Subjectsisthe last item in the SUPPLEMENTARY INFORMATION section of the

preamble. Put the List of Subjects termsin alphabetical order and separate them with commas.
Capitalize only the first word of each term. End the terms with a period. (See example 18.)
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Y ou do not need alist of subjects for a document that:

» Hasno regulatory text.
e Only presents nomenclature changes.
e Corrects a previous document.

Y ou must include al the established Thesaurus terms for a part that you are removing from the
CFR. A List of Subjectsis set out separately for each CFR part affected. (See example 19.)
However, if the terms used are identical for several CFR parts, you may consolidate. (See
example 19.)

Example 18: List of subjects in a document citing a single CFR part.
Li st of Subjects in 40 CFR Part 262

Hazardous waste, Inports, Labeling, Packaging and containers,
Reporting and recordkeepi ng requirenments.

Example 19: List of subjects in a document citing two or more CFR parts.
Li st of Subjects

15 CFR Part 370

Admi ni strative practice and procedure, Exports.

15 CFR Parts 372 and 386

Exports, Reporting and recordkeepi ng requirenents.
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Words of |ssuance

1.7 What are "words of issuance"?
The words of issuance provide:

» Thetie between this proposed rule and the CFR units that could be affected.
» The bridge between the preamble of this document and the regulatory changes that it
proposes.

Words of issuance are always in the present tense.

Example 20.

For the reasons stated in the preanble, the Federal Energy Regul atory
Conmi ssi on proposes to amend 18 CFR chapter | as set forth bel ow

For the reasons discussed in the preanble, the Nucl ear Regul atory
Conmi ssi on proposes to anmend 10 CFR part 430 as foll ows:

Regulatory Text

1.8 What do Il include in the regulatory text?

Regulatory text is the section of your document that sets out your agency’s proposed changes to
the CFR. It can include:

e Headings.

» Tableof Contents.

* Authority citation.

e Numbering of rules.

* Amendatory language.
o Adterisks.

o Cross-references.

1.9 Headings.

Provide a heading for each part, subpart, section, and appendix that you propose to amend. Y ou
may use a heading for a paragraph. A heading is a brief statement that accurately describes the
content of the CFR unit. A change in the heading requires an amendment to the CFR.
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Example 21: Headings in regulatory text.

PART 970-- DEEP SEABED M NI NG Part

REGULATI ONS FOR EXPLORATI ON

LI CENSES

Subpart A--What Applications Mist | Subpart Heading (Optional)
conplete to Obtain My Exploration

Li censes?

§970. 103 Which deep seabed mining Section

activities are prohibited and which
ones are restricted?

Part. Each part heading should contain subject terms that identify the agency's rules in a manner
consistent with the terms used by other agencies to identify similar material. The OFR has
developed a thesaurus of subject terms that we use to index the CFR and related publications. Use
the Thesaurus to obtain subject terms that identify the content of the proposed rule document, and
use the appropriate subject terms in the part heading.

Subpart. You may use subpart headings to separate ideas within a part. Subparts are not
required.

Undesignated Center Heading. Y ou may use undesignated center headings to break up alarge
subpart and group together sections concerning a particular subject area. Undesignated center
headings are not required.

Appendix. An appendix may appear at the section, subpart, or part level. Designate each
appendix with a capital letter, identify whether it belongs to a section, subpart, or part, and give it
adescriptive heading. Do not carry the heading for an appendix to a section in the table of
contents. If your agency has established a uniform designation system for its appendices, follow
the established system. (See chapter 7.)

Example 22: Appendix headings.

Appendi x B to Subpart A of Part 915 -- Illustrations of Infant Highchair
Desi gns

Appendi x A to 8315.2 --Mddel Air Pollution Control Plan

Appendix Ato Part 2 -- Flammability Statistics for Floor-Cl eaning
Fl ui ds

Section. Descriptive section headings are signposts for the reader. They help readers identify the

particular regulatory text that applies to them. End each section heading with a period or question
mark.
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Paragraph. You may use headings at the paragraph level. Be consistent. If you use a heading for
one paragraph, be sure to use a heading for all paragraphs at that level. End paragraph headings
with a period and underline them in the document. In the Federal Register, the underlined
headings are printed in italics.

1.10 Table of contents.
Y ou need atable of contents for a document that:
e Addsanew part or subpart, or
* Revisesan existing part or subpart.
Include the following in your table of contents:

Section headings,

Subpart headings,

Undesignated center headings, and
Appendix headings to parts and subparts.

Table of contents entries are identical to the section headings, subpart headings, undesignated
center headings, and appendix headings in the regulatory text. Do not list paragraph headings or
appendix-to-section headings in the table of contents.

Do not provide atable of contents in a document that adds or amends a single section or

miscellaneous sections. We change the table of contents when these amendments are included in
the CFR.
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1.11 Authority citation.

Y ou must cite the authority that authorizes your agency to change the CFR. Give the authority
citation in the shortest form. Placement of the authority citation depends on what unit of the CFR
you are amending.

There are two types of authority:

e Statutory:
» Publiclaw.
* United States Code.
* Nonstatutory:
e Presdentia Executive order.
e Presidential Administrative order.
e Presidential Memorandum.
e Agency delegation, policy, or directive.
» Office of Management and Budget circular.
» CFRregulations.

Y our agency is responsible for maintaining accurate and current authority citations.

Present the authority citation at one of two central places:

o Partlevd, or
e Subpart level.

Y ou may give citations of authority for particular subparts and sections within the central
authority citation. (See examples 23 and 24.)

Example 23.
Authority: 42 U S.C. 2201; 45 U.S.C. 5841.
Subpart A also issued under 5 U . S.C. 552; 31 U.S.C. 9701.
Subpart B al so issued under 5 U.S.C. 552a.
Subpart C al so issued under 5 U.S.C. 552b.

Example 24.

Authority: 42 U S.C 2111, 2112, 2201, 2232, 2233, 2236, 2282, 5841,
5842, 5846.

Section 30.7 al so i ssued under 42 U. S.C. 5851.

Section 30.34(b)al so i ssued under 42 U.S.C. 2234.

Section 30.61 al so i ssued under 42 U.S.C. 2237.
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Statutory authority.

Each citation of statutory authority must use the United States Code citation, if one exists. To
determine the United States Code citation, use one of the following:

* The current edition of the United States Code or its supplement.
e Thediplaw, for recently signed public laws.

Example 25.

Authority: 44 U . S.C. 2101-2118; 50 U.S.C. 6909.

We generally recommend that you use only the United States Code citation. (See example 25.).
When a United States Code citation does not exist (for example, for appropriations laws), you
must cite the section of the public law, if appropriate, the public law, and the U.S. Statutes at
Large. Do not cite the popular name of a public law. (See example 26.)

Example 26.

Aut hority: Sec. 8067, Pub. L. 98-473, 98 Stat. 1937.

If you choose to cite the public law and the U.S. Statutes at Large in addition to the United States
Code, present them in the order shown in example 27.

Example 27.

Authority: Sec. 8, Pub. L. 98-328, 82 Stat. 470 (34 U.S.C. 21).

If you cite two different laws where one has a United States Code citation and the other does not,
place the United States Code citation first. (See example 28.)

Example 28.

Authority: 42 U.S.C. 2996; Pub. L. 104-208, 110 Stat. 3009; Pub. L. 104-
134, 110 Stat. 1321.

Nonstatutory authority.

Cite nonstatutory authority by document designation, Federal Register citation, and CFR citation.
(See example 29.)

Example 29.

Authority: E. O 12731, 55 FR 42547, 3 CFR, 1990 Conp., p. 306; 5 CFR
2635. 105.

If you include both statutory and nonstatutory citations in the same authority citation, place the
statutory citation first. (See example 30.)
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Example 30.

Authority: 8 U S.C. 1161(f); 29 U.S.C. 1801-1872; Secretary's Order
6-84, 49 FR 32473.

If you need to deviate from the standard authority citation format, submit a letter requesting the
deviation and explaining the need to the Director of the Federal Register.

Placement of the authority citation.

Whole CFR part. If adocument adds or revises an entire CFR part, place the authority citation
directly after the table of contents and before the regulatory text. (See example 31.)

Example 31.

PART 54-- ALLOTMENTS FOR CHI LD AND SPOUSAL SUPPORT

Sec.

54.1 Purpose.

54.2 Applicability and scope.
54.3 Definitions.

54. 4 Policy.

54.5 Responsibilities.

54.6 Procedures.

Authority: 15 U S.C 1673; 37 U.S.C. 101; 42 U S.C. 665.

CFR section. If adocument amends only certain sections within a CFR part, set out the authority
citation for the part as the first numbered item in the list of amendments for the part. (See
examples 32 and 33.)

Example 32.
PART 4-- SERVI CES TO THE PUBLI C
1. The authority citation for part 4 is revised to read as foll ows:

Aut hority: 44 U.S.C. 1508.
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Example 33.

PART 4--SERVI CES TO THE PUBLI C

1. The authority citation for part 4 continues to read as foll ows:

Aut hority: 44 U.S.C. 1502.

Subparts. If adocument adds or revises an entire subpart, using the same authority citation as
the CFR part, set out the authority citation for the part as the first numbered item in the list of
amendments for the part. (See examples 32 and 33.)

If a document adds or revises an entire subpart using a different authority citation, set out the
authority citation for the subpart directly after the heading to the subpart and before the
regulatory text of the subpart. (See example 34.)

Example 34.

Subpart B--Supportive Services for Table of Contents
M nority, Disadvantaged, and Wonen
Busi ness Enterprises

Sec.

230. 201 Pur pose.
230. 202 Definitions.
230. 203 Policy.

Subpart B--Supportive Services for Subpart Heading
M nority, Disadvantaged, and Wonen
Busi ness Enterprises

Authority: 23 U.S.C. 101, 140(c), Subpart B Authority Citation
304, 315; 49 CFR 1.48(b).

§230. 201 Pur pose. Text of Section

This subpart prescribes the policies,
procedures, and gui dance to devel op, conduct,
and adm ni ster supportive services assistance
programs for nminority, disadvantaged, and
worren busi ness enterprises.

ok ok oxox [Asterisks Indicate Text Not Reprinted.]
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Partsremoved. If you propose to remove a part, you must give your agency's authority for the
action. Place the authority in the "words of issuance." (See examples 35 and 36.)

Example 35.

Accordingly, under the authority 10 U.S.C. 8013, the XXX Agency
proposes to anend XX CFR chapter VII by renoving part 837.

Example 36.

Under 42 U.S.C. 541 and as discussed in the preanble, the Depart nment
of the XXX proposes to amend XX CFR chapter Il as follows:

1.12 Numbering of rules.
The regulatory text of your document must conform with the structure of the CFR.
Code of Federal Regulations structure. The basic structure of the CFR consists of a hierarchy

of designated CFR units. The CFR numbering system is not based on a decima numbering
system. The following table illustrates the CFR structure.

CFR CFR Descri ption

Uni t Desi gnati on

Title 12 Broad area subject to Federal regulation

Chapter [I11 Rul es of a single issuing agency

Par t 303 Uni fied body of rules concerning a single function

or specific subject

Section | 303.1 Short presentation of one regulatory function. The
section is the basic unit of the CFR The content

of a section is a short, sinple presentation of a
single regulatory function.

Each section number includes the number of the part followed by a period and a sequential
number.

Example 37: Section number.

§25. 1.

Hyphenated numbers (8117-2.1 or 8117-3.15) or numbers with alpha characters (part 115a,
8115a.1, or 8115.1a) are not permitted in designating units within the CFR system.

The Director of the OFR must approve any deviation from standard CFR structure. Submit a
request for approval in writing before you begin drafting.
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Paragraph structure of a section. If you have more than one paragraph, designate each one as
show in example 38. Indent each designated paragraph within a section.

The paragraph structure within a section alows six levels of designation. We strongly
recommend that you do not use morethan 3 paragraph levels. Use of more than 3 paragraph
levels makes your rule hard to read and use. Use more sections as a drafting technique to avoid
using excessive paragraph levels. Use the paragraph structure chart in example 38.

Sections consisting of a single paragraph or the introductory text of a section do not require a
designation. However, we no longer permit an undesignated concluding paragraph.

Indicate italics by underlining in a typewritten document.

Example 38: Paragraph structure of a section.

level 1 (a), (b), (c), etc.
| evel 2 (1), (2), (3), etc.
level 3 (i), (ii), (iii), etc
| evel 4 (A, (B), (O, etc.
| evel 5 (1), (2), (3), etc.
llevel 6 (D), (i), (iii), etc

Definitions. For a discussion of definitions, see section 8.15.

Notes. Label notesin CFR text to show whether they apply to the whole section or to the
preceding paragraph. (See example 39.)

Example 39.

Note to §30. 1.

Note to paragraph (f).
Note to paragraph (b)(2).
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1.13 Amendatory language.

A proposed rule document usually proposes to make changes or additions to the CFR. The
regulatory text of a document must fit into the current text of the CFR. Y ou should precisely
identify and describe the changes made to the CFR. While the words of issuance describe the
general effect of the document, the amendatory language uses standard terms to give specific
instructions on how to change the CFR. Do not include in the amendatory language a discussion
of why the changes are made. This belongs in the SUPPLEMENTARY INFORMATION section.

Y our agency's current CFR text is not necessarily what appears in the latest edition of the CFR,
since your agency publishes changes to the CFR in the daily Federal Register.

The"List of CFR Sections Affected” (LSA) is acumulative monthly numerical index to rules and
proposed rules. Use it to determine if any changes have been made since the revision date of your
CFR. The "CFR Parts Affected" is a cumulative daily numerical index to rules and proposed rules
published in the Reader Aids section of the Federal Register. Useit to check for changesin any
month not covered by the LSA.

Before you begin drafting amendatory language, consult the latest version of the CFR and the
LSA, and the latest Federal Register for any month not covered by your LSA. This gives you the
current and official version of the CFR regulations you are changing.

Base amendatory language on the current text of arule. Y ou must:

e ldentify the specific CFR unit being changed.

» Place amendments in CFR numbering order.

» Useone of the standard terms to describe the change.

e Addressall regulatory text set out in your document.

For extensive changes, revise the text in full rather than prepare fragmentary amendments. The
reader will then have the complete text of the amended unit.

Don't use the word “proposed” in each amendatory instruction. Use it only in the words of
issuance. (See section 1.7.)
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Use of “Amend.”

"Amend" means that an existing CFR unit is changed. Because it is an introductory term, it cannot
stand alone. Use it with one of the specific amendatory terms to precisely describe the change to
the CFR unit.

Example 40: Amend.

Amend 8791. 27 to revise paragraph (b)(3) and to add paragraph (d)(4)
to read as follows:

Specific amendatory terms.

Use the following terms in amendatory language. Each term is a precise instruction to change a
CFR unit.

« Add.

* Redesignate.
« Remove.

* Republish.

* Resarve.

* Revise

* Withdraw.

Add. "Add" meansthat anew CFR unit isinserted in the CFR.

Example 41: Add.
Add part 1812 to read as foll ows:

Add 85.26 under the undesignated center heading "How To Apply For a
Permit" to read as follows:

Add 820.89 to subpart Hto read as follows:
In §18.13, add paragraph (e) to read as follows:
Add new paragraph (f)(5) to §210.14 to read as foll ows:

Add 84.8(a)(3)(iii) to read as foll ows:
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Redesignate. "Redesignate” transfers a CFR unit to a vacant position and assigns a new
designation. A redesignation table may also be used.

Example 42: Redesignate.
PART 80 [ REDESI GNATED AS PART 90 AND AMENDED]

2. Redesignate part 80 as part 90 and amend the references as
indicated in the table bel ow

3. In 8100.5, redesignate paragraphs (a) through (c) as paragraphs
(d) through (f) and add new paragraphs (a) through (c) to read as
fol | ows:

4. Redesignate part 20 as part 30 and revise it to read as foll ows:

§8226. 3 through 226.5 [ Renpved]

§8226.6 through 226.8 [ Redesi gnated as 8§8226.3 t hrough 226. 5]

5. Renpve §8226.3 through 226.5 and redesi gnate 88226.6 through 226.8
as 88226.3 through 226.5, respectively.

845. 3 [ Anended]
6. In 845.3, redesignate paragraphs (a) through (c) as paragraphs

(a) (1) through (a)(3). In redesignated paragraph (a)(1), further
redesi gnat e paragraphs (1) and (2) as paragraphs (a)(1)(i) and (ii).

Remove. "Remove" means that an existing CFR unit is being taken out of the CFR.

Example 43: Remove.
§300. 12 [ Renpved]
Renove §300. 12.
§495. 73 [ Amended]
In 8§495. 73, renove paragraphs (a)(5) and (e).
Republish. "Republish” means that an unchanged CFR unit is set out for the convenience of the

reader, often to provide the context for an amendment. Therefore, you must present the
republished text accurately.

Example 44: Republish.

In §82.1, the introductory text of paragraph (a) is republished and
par agraphs (a)(1) and (a)(3) are revised to read as foll ows:

Reserve. "Reserve" isaterm used to fill in gapsin CFR numbering. Removing a subpart or a
paragraph may leave a gap which could confuse the reader. To avoid confusion in your
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amendatory language, you should remove and reserve the subpart or paragraph. (See example
45))

Example 45: Reserve (when removing a CFR unit).

Subpart Q -[Renmoved and Reserved]

Renove and reserve subpart Q consisting of 88103.10 through 103. 25.

You may aso use "reserve” when adding or revising a CFR unit to indicate where future text will
be added. (See example 46.)

Example 46: Reserve (when adding or revising a CFR unit).

Add and reserve subpart E and add subpart F, consisting of §825.100
t hrough 25.130, to read as foll ows:

Revise. "Revise" means that an existing CFR unit is replaced in its entirety. It isimportant that
you specifically identify the CFR unit being revised.

Example 47: Revise.
Revi se part 105 to read as foll ows:
Revi se 880.100(e)(1)(iii) to read as foll ows:

In 815.4, revise paragraph (b) and the introductory text of paragraph
(f)(2) to read as foll ows:

Withdraw. "Withdraw" indicates that a previously published proposed rule will not be issued as a
fina rule and will not become effective or enforceable.

Addition or revision of a part or subpart.

Parts. If you add or revise a part, use these elements in the order shown. (See example 48.)

* Amendatory language.
e Part heading.

» Tableof contents.

* Authority citation.

* Regulatory text.
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Subparts. If apart has a single authority citation at the end of the table of contents and you want
to add or revise a subpart in that part, use these elements in the order shown:

or

e Part heading.

» Authority citation for the part.
e Amendatory language.

e Subpart heading.

» Tableof contents.

* Regulatory text.

If each subpart in a part has its own authority citation and you want to add or revise a subpart in
that part, use these elements in the order shown:

e Part heading.

e Amendatory language.

e Subpart heading and table of contents.
»  Subpart heading.

e Authority citation for the subpart.

* Regulatory text.

Example 48: Revision of a part.
Revi se part 3 to read as foll ows:
PART 3--SERVI CES TO THE PUBLI C

Sec.

3.1 Information services.

3.2 Public inspection of docunents.
3.3 Reproduction and certification of
copi es of acts and docunents.

Aut hority: 44 U.S.C. 1506; sec. 6,
E.O 10530 , 19 FR 2709, 3 CFR, 1954-1958
Conp., p.189.

§ 3.1 Information services.

(a) The O fice of the Federal Register
(OFR) provides information on:

(1) Publications in 82.5 of this chapter;

and
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(2) Original acts and docunents filed with
the OFR

(b) The OFR cannot provide excessive
i nformati on or do extensive research

(c) The staff may not summarize or interpret
substantive text of any act or docunent.

§ 3.2 Public inspection of docunents.

(a) During the OFR s office hours, docunents filed with the OFR
pursuant to |law are avail able for public inspection at 800 North Capito
Street, NW, Suite 700, Washington, DC. There are no formal inspection
procedures or requirenents.

(b) By direction of the Director of the Ofice of the Federa
Regi ster, the OFR staff must file for public inspection docunents
recei ved and processed not |later than the working day preceding the
publication day for that document.

(c) By direction of the Director of the Ofice of the Federa
Regi ster, the OFR staff must place on the original and certified copies
of each docunent a notation of the day and hour when it was filed and
made avail able for public inspection.

(d) Customers may view, photocopy, or make excerpts of documents on
public inspection.

§ 3.3 Reproduction and certification of copies of acts and docunents.

The regul ations for the public use of records in the Nationa
Archives and Records Adm nistration (36 CFR parts 1252 through 1258)
al so govern the furnishing of reproductions of acts and documents and
certificates of authentication for them Section 1258.14 of those
regul ati ons provides for the advance paynent of appropriate fees for
reproduction services and for certifying reproductions.

Amendment to a section.
If you amend a section, use these elements in the order shown:

e Part heading.

e Authority citation.

* Amendatory language.
e Section heading.

* Regulatory text.
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If you add or revise a section, use the format shown in example 49.

If you add a section to a part which contains subparts or undesignated center headings, identify
the subpart or undesignated center heading which will contain the new section.

Example 49: Revision of a section.

PART 133--TOLLS FOR USE OF CANAL Part Heading

1. The authority citation for part Authority Citation
133 is revised to read as foll ows:

Authority: 22 U.S.C. 3791; E O
12215, 45 FR 36043, 3 CFR, 1980 Conp.,
p. 257.

2. Section 133.34 is revised to Amendatory Language
read as follows:

§133.34 What are the tolls for vessels Section Heading
in ballast?

In order for a vessel to secure the Regulatory Text
reduced rate of toll for vessels in
ballast, it may not carry any passengers or
cargo nor any fuel for its own consunption
in a quantity which exceeds:

(a) 125 percent of the volunme of its
engi ne room as neasured and as shown on its
Panama Canal tonnage certificate; or

(b) The spaces on the vessel which are
avai l abl e for the carriage of fuel.

Multiple Amendments. Describe all changes to one section in a single instruction, and display
changed text for the section immediately following the instruction. (See instruction 2 in example
51.) If there are many changes to one section, use alist format. (See example 50.)

Example 50.

§941. 103 [ Anended]

3. Anend 8941.103 as foll ows:

a. Renmove the definitions of "Allocation area", "Application",
“"Central city allocation area", "Comunity", "Field Ofice", "Housing
Assi stance Plan", "Household type", and "Housing type";

b. Renove the parenthetical phrase "(in the form prescribed by HUD)"
fromthe definition "Construction Contract" and "Contract of sale"; and
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c. Remove fromthe definition of "Total devel opnment cost (TDC)" the
term"The Field Ofice" and add in its place the term"HUD', and renove
fromthat definition the parenthetical sentence at the end.

When there are changes to severa sections, use separate numbered instructions for each section,
and display the changed text for each section after the instruction. (See instructions 2 through 4 in
example 51.)

Example 51: Changes to several sections.

PART 1258- - FEES
1. The authority citation for part 1258 continues to read as follows:
Authority: 44 U . S.C. 2116(c).

2. Amend 8§1258.2 by revising paragraphs (a) and (c)(3) to read as
fol |l ows:

8§1258.2 Applicability.

(a) Except as stated in this section, fees for the reproduction of
NARA admini strative records, archival records, donated historica
materials, and records filed with the Office of the Federal Register are
in 8§1258.12.

* *x * *x %

(C) * x %

(3) Motion picture, sound, and video recording materials are anobng
t he hol di ngs of the National Archives and Records Administration. Obtain
prices for reproduction of these materials fromthe Mtion Picture and
Sound and Vi deo Branch, National Archives and Records Admi nistration
Washi ngt on, DC 20408.

* *x * *x %

3. Amend 8§1258.4 by revising paragraph (b) to read as follows:

8§1258. 4 Excl usi ons.

* *x * *x %
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(b) When NARA wi shes to dissenmnate information about its activities to
t he general public through press, radio, television, and newsreel
representatives;

4. Amend 81258.10 by revising paragraph (a) to read as foll ows:

§1258.10 Mail orders.

(a) The agency charges a mninumfee of $6.00 per order for
reproductions it mails to the customer.

* *x * *x %

Group all amendments to the same CFR unit together in one instruction. (See examples 52 and
53.)

Example 52.

Revi se paragraphs (a), (d), (e), and (n) of 8150.5 to read as
fol |l ows:

Example 53.

Rermove and reserve 8833.1, 33.5 and 33. 10.

Introductory text. If you revise the introductory text of a section or a paragraph, and not the
whole section or paragraph, specify the introductory text. (See example 54.)

Example 54.

In §1020.3, revise paragraph (a) introductory text, paragraphs (a)(1)
and (a)(4) to read as foll ows:

8§1020.3 What are the qualifications and duties of the Small Busi ness
Onrbudsman?

(a) The Chairman will appoint a senior, full-tinme Conmi ssion enployee
as Smal | Business Orbudsman. The Orbudsman nust:

(1) Know the Commi ssion's statutes and regul ations;

* *x * *x %

(4) Performthe Orbudsman duties in addition to, and consistently
wi th, other Comm ssion responsibilities.

* *x * *x %
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1.14 Asterisks.

If you add or revise only certain units of a section, the amendatory language must state exactly
which units are added or revised, and only those units are printed. Use asterisks to represent text
which is not changed.

Use of 5 asterisks. Use 5 asterisks to show that a whole paragraph, including its subordinate
paragraphs, is unchanged.

In example 55, the 5 asterisks before revised paragraph (d) show that paragraphs (a), (b) and (c)
remain unchanged. The 5 asterisks that follow revised paragraph (d) show that the remaining text
in the section is also unchanged.

Example 55: Use of 5 asterisks.

Revi se paragraph (d) of 8166.15 to read as foll ows:

§ 166.15 State status.

* *x * *x %

(d) The following States issue |icenses under cooperative agreenents
with the Animal and Plant Health | nspection Service, but do not have
primary enforcenent responsibility under the Act: Kentucky, Maryl and,
Puerto Rico, Texas, and Washi ngton.

* *x * *x %
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Use of 3 asterisks. Use 3 asterisks when you change text at a subordinate level. This shows that
the higher level paragraphs remain unchanged.

In example 56, the 5 asterisks before paragraph (b) show that paragraph (a) remains unchanged.
The 3 asterisks following “(b)” show that (b)(1) through (b)(4) remain unchanged, and the 3
asterisks following “(5)” show that the introductory text of (b)(5) is unchanged.

The 5 asterisks that follow revised paragraph (b)(5)(i) show that the remaining text in the section
is unchanged.

Example 56: Use of 3 asterisks.

Revi se 8202.3(b)(5)(i) to read as foll ows:

§ 202.3 Registration of copyriaght.

* *x * *x %

(b) * x %
(5) * x %

(i) The Library of Congress receives two conplinentary copies
promptly after publication of each issue of the serial.

* *x * *x %

We strongly recommend that you use no more than 3 paragraph levels. Use of more than 3
paragraph levels makes your rule hard to read and use. (See the paragraph structure chart in
example 38.)

The smallest unit you may reviseis a sentence. When you revise only a sentence of a
paragraph, use 3 asterisks to show that the remaining sentences in the paragraph are unchanged.
(See example 57.)

Example 57.

Revise the first sentence of 8416.916 to read as foll ows:

§ 416.916 What will happen if | fail to submit nedical and other
evi dence?

You (and, if you are a child, your parent, guardian, relative, or
ot her person acting on your behal f) nust cooperate in furnishing us
with, or in helping us to obtain or identify, available nmedical or other
evi dence about your inmpairment(s). * * *

Example 58: Use of both 3 and 5 asterisks in the same document.

PART 216- - REGULATI ONS GOVERNI NG THE TAKI NG Part Heading
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AND | MPORTI NG OF MARI NE MAMVALS

1. The authority citation for part 216
continues to read as foll ows:

Authority: 16 U.S.C. 1361-1407.

2. Revise paragraph (b)(1)(v), the
first sentence of paragraphs (b)(3)
and (c)(2), and paragraph (c)(4)(i)
i ntroductory text; and add paragraph
(b)(1)(vi) to 8216.24 to read as follows:

§ 216.24 Taking and related acts incidental

to comrercial fishing operations.

* *x * *x %

(b) * x %

(1) * x %

(v) Category 5: Other gear. Comerci al
fishing operations utilizing trolling, gill
nets, hook and |line gear, and any gear not
cl assi fied under paragraphs (b) (1) (i) and
(b)(1)(ii) of this section.

(vi) Category 6: Commercial passenger

fishing vessel operation. Comercial fishing
operations froma conmercial passenger fishing
vessel for the purpose of active sport fishing

as defined in 8§216. 3.

* *x * *x %
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Indicates Paragraph
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(b) Introductory Text
Unchanged
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Unchanged

Revises Paragraph

(b)(1)(v)

Adds Paragraph
(b)(1)(vi)
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(3) Submit the original

and two

copi es of the application for general
permt to the Assistant Adnministrator.* * *

* *x * *x %

(C) * x %

(2) Operator's certificate of

i ncl usi on.

You nust
of inclusion if you are the
of and actually controlling

hold a valid operator's certificate

person in charge
fishing operations

(after this referred to as the operator) on a

vessel engaged in comrerci al

fishing operations

for which a Category 2 or Category 6 general

permt is required under thi
not transfer

vessel certificate of
category. In order
of inclusion, the operator
conpl ete required training.
operator's certificate of

* *x * *x %

(4) * x %

(i) Category 1, 3, 4, 5,
applications:

* *x * *x %

this certificate.
certificate only for a vessel
i ncl usi on for
to receive a certificate

nmust satisfactorily

s subpart. You may
You have a valid
having a valid

t he sane

You nust renew your

i ncl usi on annual | y.

and 6
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1.15 Cross-references.

We permit you to cross-reference your own or another agency’srulesin limited situations. If you
are applying the referenced rules to current or future situations, you may only reference rules that
are currently in effect.

If you must modify the referenced rules, you cannot use a cross-reference. Y ou must publish the
modified rulesin full.

Y ou may cross-reference the rules of another agency only if the reference meets any of the
following conditions specified in 1 CFR 21.21:

» Thereferenceisrequired by court order, statute, Executive order, or reorganization plan;

» Thereferenceisto rules promulgated by an agency with the exclusive legal authority to
regulate in a subject matter area, but the referencing agency needs to apply those rulesin
its own programs,

* Thereferenceisinformationa or improves clarity rather than being regulatory;

» Thereferenceisto test methods or consensus standards produced by a Federal agency
that have replaced or preempted private or voluntary test methods or consensus standards
in a subject matter area; or

» Thereferenceisto the departmental level from a subagency.

When cross-referencing, you must identify the CFR unit being cited by the proper CFR unit
designation in each reference. Do not use a nonspecific reference, such as "herein," "above," or
"below." Example 59 illustrates the proper style for each common type of cross-reference.

Example 59: CFR cross-references.

Ref erences to a different TITLE

Intitle 6, when referencing title 1, wite ... 1 CFR chapter |
chapter |

Intitle 6, when referencing title 1, wite ... 1 CFR part 2
chapter |, part 2

Intitle 6, when referencing title 1, wite ... 1 CFR 2.7

chapter |, part 2, 82.7

Intitle 6, when referencing title 1, wite ... 1 CFR 2.7(a)(2)
chapter |, part 2, §2.7, paragraph
(a)(2)
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Ref erences within the same TITLE

In chapter |, when referencing chapter wite ... chapter Il of this

Il title

In part 100 (chapter 1), when wite ... part 300 of this

referencing part 300 (chapter 111) title

In 8250.10 (chapter 1), when wite ... §300. 19 of this

referencing 8300.19 (chapter 111) title

Ref erences within the sane CHAPTER

In part 20, when referencing part 30 wite ... part 30 of this
chapter

In §20.10, when referencing subpart A wite ... part 30, subpart A

of part 30 of this chapter

In 820.10, when referencing 8§30.19 wite ... §30.19 of this
chapter

Ref erences within the sane PART

In §20.5, when referencing subpart A of |[wite ... subpart A of this

part 20 part

In 820.5, when referencing 8§20. 15 wite ... §20. 15

In 820.5, when referencing 8§20. 15, wite ... §20. 15(a)

par agr aph (a)

In 8§20.5, when referencing Appendix A wite ... Appendi x A of this

to part 20 part

Ref erences within the sane SECTI ON

I n paragraph (a), when referencing wite ... par agr aph (b) of

par agr aph (b) this section

I n paragraph (a), when referencing wite ... par agraph (b) (1)

par agraph (b) (1) of this section

I n paragraph (a)(1), when referencing wite ... par agraph (a)(2)

par agraph (a)(2) of this section

I n paragraph (a)(1)(i), when wite ... par agr aph

referenci ng paragraph (a)(1)(ii)

(a)(1)(ii) of this
section

Example 60: Citing text within a section.

Note. For purposes of this example, we display citations in bold type. Do not do thisin your document.
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8 233.17 Nonconpliance and programreporting by the Director

The Director must prepare quarterly and annual reports as detailed in
par agraphs (a) and (b) of this section and rmust submit themto the
Regi onal Admi ni strator.

(a) Quarterly reports for State 404 programs. The Director nust
submit nonconpliance reports for section 404 di scharges specified under
§233.24(f)(1)(i) through (iv) containing the follow ng information:

(1) Name, location, and pernit number of each nonconplying permttee;
and

(2) A brief description and date of each instance of nonconpliance,
whi ch nust include the foll ow ng:

(i) Any unauthorized di scharges of dredged or fill material subject
to the State's jurisdiction or any nonconpliance with pernit conditions;
and

(ii) A description of investigations conducted and of any enforcenent
actions taken or contenpl ated.

(b) Annual report for State 404 prograns. The State Director mnust
submit an annual report assessing the cunulative inmpacts of the State's
permt programon the integrity of State regulated waters. This report
must i ncl ude:

(1) The nunber and nature of individual permts issued by the State
during the year;

(2) The nunber of acres for each of the categories of waters in
par agraph (b) (1) of this section which were filled or which received any
di scharge of dredge material during the year

(3) The nunber and nature of permits issued under emergency
conditions, as provided in §234.38 of this chapter; and

(4) The approxi mate nunmber of persons in the State discharging

dredged or fill material under general pernmits and an estimate of the
cunul ative inpacts of these activities.
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Sgnature Block

1.16 Who can sign my document?
Y our agency determines who may sign a document submitted for publication in the Federal
Register.

The signer must sign in ink. (See section 8.5.) We recommend that the signer use blueink. A
signature in black ink is often difficult to distinguish from a photocopy.

Type the name and title of the person signing the document directly beneath the handwritten
signature. (See example 61.)

When a person signs a document for another person, type the name and title of the person who
actually signs the document benesath the signature. (See example 62.)

We will rgject a document signed by one person for another. We will not accept your document if
you sign someone else's name and you place your initials by the signature.

Example 61.

CWM Jamas
Cynt hi a James,
Director.

Example 62.

Jhomas Dhadwoll

Thomas Shadwel |,
Deputy Director.

or

Jhomas Dhadwoll

Thomas Shadwel |,
Acting Director.
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Do not place a signature block on a page by itself. Placing text on the signature page helps to
ensure the integrity of the document.

Y ou may place the signature block either at the end of the document (See example 63.) or
between the preamble and the rest of the document. (See example 64.)

Example 63.

Pr eanbl e
Text
Si gnature

Example 64.

Preanbl e
Si gnature
Text

1.17 Do | need a signature date?

We recommend but do not require a signature date. When you furnish one, use the date of actual
signature. We will not accept a postdated signature or change a signature date. If thereisa
problem with a signature date, we will return your document to your Liaison Officer.
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Syle and Format Requirements

1.18 What should my proposed rule document look like?

11"

)

85"

1.5"

1" Original

7515-01
NATI ONAL ARCHI VES AND RECORDS ADM NI STRATI ON
36 CFR Part 1200
Oficial Seals
AGENCY: * * *

ACTION * * *
SUMVARY: * * *
DATES: * * *
>| ADDRESSES: * * * <

FOR FURTHER | NFORMATI ON CONTACT: * * *
SUPPLEMENTARY | NFORMATI ON: * * *

Type Nane,
Title.

1"

Certified to be a true
Copy of the Oiginal

Bignaluna

Copy 1

Certified to be a true
Copy of the Original

Bignaluna

Copy 2
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Capitals. Typein all capital letters:

» The name of the agency or cabinet-level department (but not the name of the subagency)
in the heading of a document.

» "FEDERAL REGISTER" in the parenthetical for dates that we are to compute.

*  Preamble captions:

Example 65: Preamble captions.

AGENCY:

ACTI ON:

SUVMARY:

DATES:

ADDRESSES:

FOR FURTHER | NFORMATI ON CONTACT:
SUPPLEMENTARY | NFORMATI ON:

Copies. Provide legible copies.
Correction or adhesive tape. Do not use correction or adhesive tape.
Double-spacing. Type the text of your document double-spaced.

Headings.

»  Type document headings centered or flush with the left margin.
» Type section headings:

e Flush with the left margin.

e Underlined.

e On aline separate from the text of the section.

» Using the 8 symbol.

Margins.
¢ Oneinch at the top, bottom, and right side.
* Oneand one-haf inches on the left side.
Page numbers. Number the pages consecutively in one of the following places:

» Centered top.
» Centered bottom.
» Upper right-hand corner.

Paper. Y ou must prepare your documents on 842" x 11" white paper.
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Quotation marks. Use quotation marks for names of books, journals, articles, and similar items.

Quoted material. Type quoted material:

» Single-spaced.
o Centered-block style.
* Without quotation marks.

Single-sided copy. Y ou must type your document on one side only.

Single-spacing. Type the following single-spaced:

Quoted material.
Footnotes.

Tables of contents.
Examples.

Tables.

Notes to Tables.
Authority citations.
Notes.

Formulas.

Underlining. Underlining instructs the printer to present material in italics. Use underlining for:

Definitions. (Underline only the terms.)

Paragraph headings.

Scientific terms.

Ordering statements.

Court cases.

The section heading in the text of the rule (the heading will appear in bold type in the
Federal Register).

» Federal Register, when referring to the name of the publication (except type in al capita
letters in the parenthetical for dates that we are to compute).

Do not use underlining for:
e Emphasis.
» Names of books.
» Foreign phrases.
Abbreviations.
Use the following abbreviations in the Federal Register.

* FRisFederal Register. (Do not use Fed. Reg. or F.R.) (See example 66.)
* CFRisCode of Federal Regulations. (Do not use C.F.R.) (See example 67.)
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e U.S.C.isUnited States Code.

e Pub.L.isPublic Law. (Do not use P.L.)

o Stat. isU.S. Statutes at Large.

e am. or p.m. istime designation.

o E.O. isExecutive order.

e Proc. is Proclamation.

sec. is section of a Public Law or the United States Code.

Use the abbreviations for "Pub. L.", "E.O.", and "Proc." only in the authority citation. All other
times you must spell them out. (See examples 28 and 29.)
§ Symbol.

Use the § symbol only for a CFR section and 88 symbol only for multiple sections. However, do
not use a 8 symbol to begin a sentence; instead, spell out the word. Do not use the 8 symbol or
the word "section” when the reference follows atitle number and CFR asin 36 CFR 1200.1.
Style.

Use the "U.S. Government Printing Office Style Manua" as a guide for punctuation,
capitalization, spelling, compounding, and other style matters. Y ou may obtain the GPO Style
Manual from the Superintendent of Documents, Government Printing Office.

References.

If your document relates to a previoudly published Federal Register document, you must cite the
earlier document. A reference in a preamble to a previoudly published Federal Register document
must identify the volume number, page number, and date of the issue in which the document
appeared. (See example 66.)

Example 66: Reference to a previously published Federal Register document.

6x FR 12345, Jul. 23, 199x

A reference in a preamble to material contained in the CFR should identify the CFR title and part
or section number. (See example 67.)

Example 67: Reference to material contained in the CFR.

36 CFR part 1200
36 CFR 1200.1
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1.19 Example of a proposed rule document.

7515-01
NATI ONAL ARCHI VES AND RECORDS ADM NI STRATI ON
36 CFR Part 1254
RI' N 3095- AA37

Use of NARA Research Roons

AGENCY: National Archives and Records Adm nistration.

ACTI ON: Notice of proposed rul emaking.

SUMMARY: The National Archives and Records Adm nistration (NARA)
proposes to anend its regul ations on the use of persona

equi prent and ot her types of personal itens that nay be brought
into research rooms in the National Archives and Records

Admi ni stration Building and Washi ngt on Nati onal Records Center.
We al so propose to add procedures for use of the self-service

hi gh- vol ume copier in the NARA Buil ding. These changes enhance

the security of records being used by the public and ensure

proper handling of records while they are being reproduced.

DATES: Submit comrents on or before [|I NSERT DATE 60 DAYS AFTER

DATE OF PUBLI CATION I N THE FEDERAL REG STER] .

ADDRESSES: Send coments to Director, Program Policy and
Eval uati on Division, National Archives and Records

Admi ni stration, Washi ngton, DC 20408.
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FOR FURTHER | NFORMATI ON CONTACT: Nan Archi ves, 202-000-0000.

SUPPLEMENTARY | NFORMATI ON: This proposed rule is not a mjor
rule for the purposes of Executive Order 12866. As required
by the Regul atory Flexibility Act, NARA certifies that this
proposed rule will not have a significant inmpact on small

busi ness entities.

Li st of Subjects in 36 CFR Part 1254

Archi ves and records.

For the reasons set forth in the preanble, NARA proposes to
amend 36 CFR part 1254 as foll ows:
PART 1254-- AVAI LABI LI TY OF RECORDS AND DONATED HI STORI CAL
MATERI ALS

1. The authority citation for part 1254 continues to read as
fol | ows:

Authority: 44 U.S.C. 2101-2118.

2. Add 8§ 1254.26 to read as foll ows:

§ 1254.26 Additional rules for use of certain research roons in

the National Archives and Records Administration Building and

t he Washi ngton National Records Center.

(a) You nust follow these procedures for use of all archiva

research roons in the National Archives and Records
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Admi ni stration Building and in the Washi ngton National Records
Center except the Mcrofil m Research Room and the Mtion

Pi ctures Research Roomin the National Archives and Records
Admi ni stration Building. These procedures are in addition to

t he procedures specified el sewhere in this part.

(b) Al researchers entering the National Archives and
Records Adm nistration Building must conplete the Equi pnent Log
at the guard's desk in the |lobby in order to bring persona
typewriters, tape recorders, caneras, etc., into the building.
The guard uses the |og as evidence of personal ownership and
checks your equi pnent against the log to verify ownership of
equi prent before you can | eave the buil di ng.

(c) Researchers must present a valid researcher
identification card to the guard or research room staff on

entering the building.
Dated: July 2, 199x.
&@maﬁmw

Type nane,

Title.
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1.20 Checklist for proposed rule documents.

Use the following checklist to review your proposed rule document before you submit it to us:

Billing code. Isthe billing code at the top of the first page in the right-hand corner? (See sections
1.3,1.18, and 1.19.)

Headings. Are the correct headings used? (See section 1.4.)

Preamble. Are al required elements of the preamble included? Does the SUMMARY answer al
three questions? (See section 1.5.)

List of subjects. Are subject terms listed for each CFR part affected? Are they placed at the end
of the preamble? (See section 1.6.)

Words of issuance. Have you provided a link between the preamble and the proposed regulatory
text? (See section 1.7)

Authority citation. Isthe authority citation correctly placed in the document? ( See section
1.11))

Amendatory language. (See section 1.13.)
» Doesit specify the exact CFR unit being changed?
e Doesit usethe correct terms?

Table of contents. Isthe table of contents included for each subpart or part being set out in full?
(See section 1.10.) Do entries agree with the regulatory text?

Paragraphs. Are al paragraphs of regulatory text indented and lettered or numbered correctly?
(See section 1.12.)

Asterisks. Have you set out section headings and asterisks for partial section amendments? (See
section 1.14)

Cross-references. (See section 1.15.)

e Isthecorrect style used?
* Do references meet the our criteria?
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Tablesand illustrations. (See chapter 7)

» Arethey placed exactly where they are to be printed?
* Arethey completely legible?
» Are charts and maps of photographic quality?

OMB Control Number. If included with the regulatory text, isit placed properly and in the
correct style? (See section 8.19.)

Signature and title. (See section 116.)

» Istheoriginal signature (handwritten in ink) included on the document? (One person may
not sign for another or initial asignature.)

* Isthe signer's name and title typed beneath the signature?

» |If asignature dateisgiven, isit correct?

Quality. (See section 1.18.)

Are original(s) and certified copies legible?

|s the document free of correction or adhesive tape?

Areink changes printed, dated, and initialed on all three copies? (See chapter 4.)
|'s the document doubl e-spaced?

Page numbers. Are all pages numbered consecutively? (See section 1.18.)

Matching copies and certification. (See sections 1.18 and 8.5.)

» Aretheorigina and two copies identical? Are all pages included?
» Arethe copies properly signed or certified?

Disks. (See chapter 5.) If you have included a disk with your document:

e Isevery document on a separate disk?

» Isthefileon the disk identical to the signed origina document?

» Didyou include the verification/certification letter, stating that the file and document are
identical?

* Isyour document the only file on the disk?

» Didyou savethefileto the disk in ASCII or WordPerfect 6.1 format?

» Doesthedisk have alabel that identifies your agency, the document’s subject, the file
name, and file format?

e Isthedisk virus-free?

» Arethefileand disk free of password protection or other security measures?
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